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/WriK well because so many readers 
arc at your mercy. In the Air Force, ^ 
we rarely write to just one person. 
Even' our most routine work is likely 
to rec'eive-rtiany readings— from secre- 
taries, supervisors, and addressees. 
The.quality of writing in a single office 
memp or bulletin notice, for example, 
can help the productivity .:of dozens 
of readers or slow it down. Give those 
readers a break. They can throw away 
a.* bad sales letter, ^ut they have to 
read your official orfe. 

Write well because poor writing 
hurts more'tharr readers. A confusing 
instruction can" wreck a plane. ^A 
dnmsy evaluation can- wreck the 
caieer of a fine subordinate. At its 
(worst, poor writing leads to lives lost 
and programs rejected . We can learn 
today from what* Air Force Secretary 
Zuckcrt siid in* 1963: **l am con- 
vinced fhat our effectiveness in> 
dealing wi<h the Office of the Secre- 
tary of Defense baS suffered by the 
poor impression we fiave made in our 
papers.'* Look at it this way: to your 
readers, you are what "^you write. 
When your writing is ineffective, it 
^ hurts both your credibility and your 
^ 'Organization's. It suggest^ ineffective- 
ness in general. . * • 
^ Write well to help yourself. By ' 
tu'rning the impressidhs in your head 
into clear writing, you improve 
thinking. In the process, your career 
is likely to improve. Management 
experts tank skrill in communicating 
among thc^ top* requipments for 
su<:cess. You benefit when you save • 
reviewers* from having to tinker. 



(i&ure, some reviev/ers ^ tinker com- 
pulsively, but poor Writing begs them 
to make /'improvements.'') Then, too, . 
from writing well* comes the simple 
satisfaction of doing your job welL 

Write well because the Air Force ^ 
needs effective writing mora than 
ever before. Air Force complexity 
is groviM^g, ajid with it grows the need < 
for Wting that helps jjs cope with 
tHat /omplexity. This doesn't mean 
yojj// must polish every phrase to 
poetic perfection; few of us can be 
poets. All of us, however, can>m^ster 
everyday writing. Thfe Air Force turns 
out a staggering SOQ fnillion pages of 
such writing each year. The cost in 
salary time to read all that paperwork 
ftist o/ic£^ itomcs 'to $120 million. 
.Don't make the cost any higher. See 
that' for each of you r^ readers, once 
is er^oughi 
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This co^irse. teaches the principles 
of the Air^Force Academy's Executive 
Writing Course in. a format better 
suited to presentatfon on film. In the 
Academy "course, we work with 
audiences to improve writirrg that 

' thefy^ submit in advance. Unable to 
have that kind of audience participa* 
tibn in this course, we decided to use 
three short films and reinforcing 

. exercises. ; • , . , *^ 

Dsm^ as o^ur model the British filn) 
letter Writing At l^ork, we' wrote 
scripts to sho^ the pfocess of writing 
by following one, writer as he im- 
proves one letter. The Aerospace 
Audio-Visual Service then filmed the 
scripts using professional actors. As 
for the exercises in this pamphlet, 
they Ve also tl^e work of professionals 
-you, the writers who riiake Air 

, Force paperwork work. 

Jfi fnake it work better, this course 
offers practical* solutions to the most 
common problem^ of Air Force 
writing: wordiness, formaKty, and 
poor organization. Though there's 
more to writing than this cdurse 
covers, little is more important. 

WeVe skipped grammar^d punc- 
tuation because most Mr Force 
writing is mechanically cQf/ectJVerbs 
• agree with subjects (when ke^ toge- 
ther), sentences are^complep (when 
kept short), and so on. Ii;i fact weVe 
seen a lot of Air Force writing that is 
perfectly correct .and yet perfectly 
awful. Why? Well, the writers haven't 
concentrated on the most imporfint 
thing— saying What they mean* Our 
advice ils to work on being clear and 
accurate,'* for the mechanics will 
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usually take c^re ^ of themselves. 

Formats aren't .part of thisxcourse,^ * 
either. They vary from onp corjimand 
to another, and errors in them do far 
jess damage than, a bureaucratic 
writing style. Youll find help with 
formats in AFR 10-1 or Tongue aUd 
Quill ; . 

. Finally, we can only call attention 
here to. we worst obsCicles to*better 
Air Force Writings — Individual habit 
.and bureaucratic inertia. Maybe be- 
cause writing is so personal and pain- 
ful, many oeople stick |o" certain" 
wfitirig habits even when they're the 
inefficient ^ones so common In the 
Air Force. Writing improvement be- 
comes especially hard when you add 
to individual habi^^ the pressures 
against change in a large organization. 
Old Jieads train new ones, old letters 
make convenient models, andf* old 
ways seem the safest-ways. And" so, 
many people continue. to write-in a 
style that would get a lot of laugfS 
if it didn't do such damage. 

Overcoming individual habit and * 
bureaucratic inertia takes initiative. 
Don't wait for the' next guy. If ybiiVe 
a writer, Start usin^the advice in this 
course. If you're a reviewer, start let- 
ting people know that you welcome 
modern writing.^ For^this course to 
work^>'o« must' make it work.< 

Majo^Tom MuVawski 
Department of English 
US Air Force Academy 
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Organizing Your Ideas 
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Plan what' to sayi 
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Wait! Your writing- will be clear only if your thinking Is clear. So before you reach for your 
pen or 'dictation equipment, think aboilit what you're going to siay.' If youVe writing for 
someone else's signa/ture, get ^ny special instructions on content and format, if you have 
njore points to make, than you can juggle in yourliead, make a list of randpm ide,as and then 
rearrange them in the best order. Next write a draft and revise it ruthlessly, to be easy on 
your reader, you must be hard oh yourself . 

Group related information into paragraphs. \ . i 

• • ■ * ■ . 

^Cover one topic completely before starting another, and let a topic take several paragraphs 
if necessary. But keep your paragraphs shoft, down to roughly four or five sentences. By 
adding white spacfe, you make reading easier. Use sub paragraphs to' make lists and ^ 
instructions stand out. And try more lieadings^ especially when VoU must cover rfiany 
different topics, so your reader can follow quickly. Effective writing loo/cs inviting. 



Open with your m^in point. - > 

■ -'■ ' ^ ♦ 

What's the one sentence you^d keep if you, could keep'dnly one? That*5 your irta«<poii)it. 
, Don't force readers to^seafch for it; reveal the main point by thfe end.of the first par^graf ^ 
You can often place it in the very first sentence, in a paragraph by itself for added clarity? 
Put requests before justifications, answers before 6:!cplanatiDns, solutions before problems, 
and conclusions ^e/ore evid^ce. ' ' ^ . V 

f ■ . - ■ 

You might delay the main point to soften bad news or to remind your reader of an old 
conversation, for example, but avoid delaying Ipng. Readers, like listeners, are^ut off by 
• peoplfi who take forever* to get to therproint. They\ii^d to know the main point at the start 
so they can appreciate the relevance of whaj^er ela^ ^u say. 



Occasionally, as in a set of instructions or a reply to a series of questions, all your points 
may be equally important.^ In this case, create a starting sentence Ihrft tells your readers 
what to e^^ect j like this: ^'Here's th$ manninjg information you asked forV' 



Stick to whait your reader needs. V • . \ ■ 

Analyze your readers in light of your subject. How are they involved? What do they know 
already-? What do they heed^to know now? Though, yoiii can anticipate all the concerns* 
yburiireaders may haye, you should anticipate the mamones.- Address them in advance. By 
saving readers the^trouble of asking for clarification, you'lj^e more persuasiye. 

Remember to e>tolain ^unfamiliar terms o^, better, avoid tiieipwentirely. Remember alio that 
facts: and figuresuion't speak for themselves; you must say what your details mean. Write to 
help your readers 
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•^neral David C. jones as Air Force Chi^ of Staff 
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* ' * * • ^ Organizing Your Ideas 



' 1 

In the folbwing ktter, the information below the first paragraph can be grouped Into two 
more paragraphs. Decide which sentences to group Into; pju-agraph 2 and which to group 
Into pacajtraph S. Use the subject caption and paragraph 1 to help you decide. (Don't 
worry about the ohder of the sentences in the para^aphs.) ^ ' . ' 

SUBJECT: Ways to Save Energy and Water 



v. 



1 . We need your help in saving energy ind water in family hpusing. As a fanjily- 
housing.occupant, you can have an immediate effect on the operating.costs of 
Fairchild AFB by taking some simple steps. * 

a. .Use only 40-watt bulbs in o^itside lights, . 
b( Set your thermostat on 68"degrees in the day and 65 at night. ' ^ 

c. Though we don't expect the severe water shortage of last year, we 

must still cut down on watering la^ns. * . 

» ■ - ■ . *- * . • . .* 

d» TakeHhe following steps to save energy. * 

Water only ip the^arfy morning (06QD-09Q0) and evening { 1 600-2060) . 

' f. If yourjjuarter? rWfliber is even, water only on even-numbered days; if 
oddj water on o(^d-numbered days. > " . 

• 'g. lf*you have both doors open during the day, further lower your 
thern^sta^, so the breeze you create won't force the furnace to run. . . 

■ » *• ' ■ 

h- Thi§^chedule will save water and still keep your lawn.healthy. 

% I Turn off any lights you don't need,jind teach your children to do the 
same. ' ' - , . , 

SENTENCES FO|l PARAGRAPH ^- >^ ' ■ ^ ^ 
^ENTfe^ES FOR PARAGRAPH 3: . V ■ ■• _ 




ynting v 
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X Sentences for Paragraph 2 (energy): a b d g i 
Sentences for Paragraph 3 (water): c e f h- ' 

■ • 

• if you%||^9d watering down the energy-tips* (that's a pun), then 
you ha«he idea on paragraphs: cover one topic completely 
. before «artti?g another. We put the energy paragraf>h before the 
watering one^cau» the subieet caption and first paragraph use 
that order. \Vhcn topics don't divide so neatly, start new 
paragraphs Jwhet^ your thinking talces a turn. . 

Notice thatfle writer of this letter, like the writer in the film 
overcame any lurge to begin with a lot of needless history. If vfou 
received this letter, you'd know-right away t^at it had to do w!th 
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Organizing Your Ideas 
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Paragr,aph,2 of the . following' letter gives instructions. in an eff^iVe order*^ b^t thiey'd 
be easier to read if sprea.d into subparagraphs. Shoti^ where yrou'dr start subparagraphs by 
writing fKe opening words Of each'^ne next to the appropriate letter;. 

SUBJECT: Personal Advertisements in the Base BuHetin;. ' • ; 

'1 .* Air Force military ahd civilian4>ersdnnel stationed at Elmendorf AFB « 
may nowadvertise personal items for sale oT reTit in the base bulletin. 

2. We cap print youf personal advertisement only if you fojlow these guide- v 
* lines. Submit an ad only one time. We'ca'n't run a personal ad more than onceti 
for that would amount to commercial advertising. Type your ad or neatly print 
it on EAFBFgfm 321^ "Ngtlce for Base Bulletin." Whether you type or print, - . 
yjou should underline each Item, briefly.desifribe it if necessary , include the * » 
^ price, and give your phone number. The enftce ad shovid fun ho more than three ^ .. 
typed lin^s. Send the form to DAO by 0900 on a Tljesday to'get it in that . 
Thursday's bulletin.. ' ■ '** J 



SUBJECT* PersonaLAdvertisements in the Base Bulletin 

» - . " »■ 

V .1 . Air Force military and civilian personnel stationed at Elmehdorf AFB 
niay now advertise personal items for sale or rent in the base buHetiri-. ' 

*- 2. . We can pcint your personal advertisement only if you follow these gi^de- 
mes: * • , . 



|4ere's paragraph 2 with all tJ>ft.words: \ " " i 



' nires-^^ ^-"^ ^^^^ personal advertisernent only if you'fpllow these guide- 

a Submit an id'only one time. We can't run a personal ad more than 
once, for that would atfiount to commercial advertising. 



It ' R .. ^^^.flu"?'' ncatly.print it on EAFB Form 321, "Notice for * " 
Base Bulletin Whether you type or print, you should underline each-item, 
f^ncf^ describe It if necessary ,.ln9lude the price, and- give your-phone number. " 
he entire should run no more than three typed lines. ' 



V 



c. Sehd.the form to DAO by 0900 on a Tuesday to get it in that 
Thursday 's-bufletin. ^ ; 

■ - : ■ . . V .1. . 

LTtIV'hw^J"' 'i?' ^""^ '*^P'J" •"^^^"c^''*>"s stand out, use subparagraphs the way we^dKl 
here The added white space and a-b-c divrsions help a reader to follow at a glan^ SimpS 
writing IS not siniple-mindedMt'ssfmply courteous w « a giance. ^Mmpie 
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Here's one Tetter organized jhr^ ways. Which' version displays the main point best? Circle 
yoi^r ai^w'er at the bottom: of the page; Also, rewrite the subject caption to cpakl it more 

specific..- ■ ..-^ - V . . ■ ; ^ ■ 



A. SUBJECT: Traimng Capability 



1 , 0«r main control tower will be off the air for Installation of ne>^ , ; 
iaufttcationscquipmentfrom t Feb through 30 Apr. " - ' ■ 

. 2. During this period, air traffic control will be conducted out of two TSW-7 . . 
mobife control towers. Weyejchcdulcd to train five three4eve| cohtrolitrs then^ . 
but'the mobile towers are tQO smaSl to hold, both controlien and t^ne**. ; 

■■>■-.•. --^ ^ . . , • . ■ 

3* Therefore, we request that you delay sending us aip tr#fit Cs^ctrQliefS;!!^ / 
^ree-levei sj^iUs until after 30 Apr. . ' 



B. SUBjECt: Training Capability 



.1 . We request that you delay sending ^js air traffic conCrol%|^^,tt^ 
.■4eyel sIdUs until after.SO Afir. ■ - ■ ..' . ■ . 

^2. Our nwiri control f6wer will be off the air for ir^tallatloo of newborn- • 
munlcations equipment frofti 1 Feb through 30 Apr, Paring this period; air : 
trafftc control will be conducted out 6f two TSW-7 mobile contrpi tow^. ■ 
We're scheduled to train ftve three4evel|^trolierstlien,<biklbeu^^ 

-are 6io;^,t9 h<rf<| bo^ contr|j|^c^^^^^,— ^ - 



C. SUB] ECT: Training Capability 



.1 . We request that yoa delay sending us air traffic <iontrollers with three- i : 
■ level skills" until after 30 Apr. Our main control tower will be off the alt for * 
installation of new*communicailon$equipipcnt:from I Feb thi|»;^ 3<i;^r. ; 

2. During this period, air traffic control will be'conducted out of two TSW>7; 
mobile control towers^ We're scheduled to train five three-levei controllers ^eh^: 
. but the mobile towers are to^ p^yi^to hol^ botH cont yoUer ^|gd ^ 

CIRCLEONE: ABC V | 



B dispfays'the main point best. The one sentence you'd keed if 
you could keep only one-the request-.at>pear5 at the verv 
beginning of th^ letter. It even appears in a paragraph by it^lt Tor 

subiect, we sugg^t W..o/)W 

C is second best. AJthough the request appears at the start the 
top paragraph ends with a sentence that really belongs in' the 
bottom paragraph with the rest of the explanation. , 

lint^llf.'^L*^""'® u ^^''^ "^^^^a' t^^at the letter is 

,about more than just the control towers. " 



i / ^ Organizirig Your l^as 



H^r^^s andlher letter organized three ^ays. Again, whicfi veFsion dis{>la,ys the main point 

best? / . . ; * i' ^ ^ . 



* : t. We have rcvbwed yoiir r«kii*e$t of 22 Nov, sa^ sybiect A.unitVmlsskjh ^ * 

•Tietcfmincs the (dnd of phone ii« «n pu; in.- If a unitVmisilon s«ppoft» the bise * 
^ Jmis$iori dlrectiy^ It can hay^ Clais A phijfiif. If a unit's mission support* the : 
■ "vbase mission only;indlfecUy,it'ap^havt^onl^ 

2, , WhJIe the tailor shop must get Class C phones^ ail-the other units you i^ked 
about qualify for CUss *A phories. Pi^se use the ^t|jM:|j©d f orm to . | 

B. SUBJECT: ^quest for Tiste^ones . " - v^^^^^^^^^^^^>^^^v;^- c > - 

t . We Have reyiewcd yoiir res^uesl of 22 NbV, jiamt iubfect. While the tailor 
; shop must get Class Cpijpoei, iu ihe?otbfiJ: !^|^ yoM^^^^^ for 
.;.'Ctass A phones. . ■ •■V^- <■■,..- ' 



2. A uhit's mission deterrnines the kind of phone we can put in Jf a unit's 
misstoa supports the base miisian directly it can finve Dasi A phones, tf « unites 
^-mission supports the base mlsslQn dfity Jndir^f , Ucw lY|vei^ Class C p^^ 
■ .Please use. the-ittegA«iitfmM^j^^ 




C. • SUBI ECT: Request fbcJeUphor^ 



.',.•'405 



1. , While the tailCMT shop tnust get aaj|i;j>H^^ 
abdUt qualify for Class 



:2. A unit's mission deterjnines the kind of phone >ii^ can put In^ If a unit's > : 
miii^tpn supports the bj^ mii^ dlrectiy^ lt can hayt Qais A phones* tf a unit's 
mission supports the base missl<m>ily Indirectly, it art iu**^ 
v^ease, use the attached l^^^ia^^ ■ 



CIRCLE ONE: ABC X 
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.4 IS way off. It gives the general theory of phone servige before • • ' 
getting to what the reader needs most-an aiiswer . B i» better. At ^ 
least tbe main point comes in the top para^aph. But B clbtters the 

opening, with i reference that 
belongs in the subject caption ,So C is best, ft doesn't leave the ' 
reader hanging;. • ,/ - * ' 

Did* you notice that the paragraph you jus!t read makW the misuke 
we want you.to avoid? We spared no expense tp delay the answer 
^ for the exercise until the wd- With a. little tinkering, ^e could 
have told you right away that C is best^* . " ' 
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. . Organizing You[- ideas , 
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Impilove the leuer below by openjng with the main j>oint aifd f^lloWing with only what' a 
t^ikr npedsL You don't have to rewdrd the lettd^. Just put the'm&t imi>o'rtant sentence* 



finst and cfiftss put unnecessary ones. 
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SUBJECT: Staff Assistance Visit. for your Individualized Newcomer Treafment 
and 0rieptatiort (IN JRO) Program , 

1 . As you are aware, the INTRO prpgram js an essential part of a people- 
m'inded Ailr Force. Accordingly, a staff assistance visit was conducted to evaluate 

. your unit's program in accordance with AFR 35-35. As an evaluation guide,; we 
used a checklist that insured adequate coverage of all appropriate areas. 

2. Your I NTRO program is satisfactory. We found no significant problems 
durini^ur 2 June visit. Well done. . ; 



3. Np reply to this report is needed. 



« 
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•THIS PCflDPT 16 8WeF,/NR*tMAT7VE,/*li|f> 
10 THE flMMT... VOO'D BEfTGR DO rT^CUtR". 
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. SUBjECT: 'Staff Assistance, Visit^or your Individualized Newcomer Treatment ' * 
and Orientation (IN JRO) Program - ' ' 

-mtwkd A tr F o fcc.- A^co r d jftgly^ a staff dist a n c e vi si t was cond u ct e d to cvaluato ^ 

iito d » ch gc ^ 4tst-that4ftstifed ^d a quate cov o raso e f aU-apftcop riat c areas^' . 

-9r Your ItNlTRd'program is.satisfactory. We found no slgnlecant problems ^ 
durlngour 2 June visit. Well done. . 3 . - 

V -3. - N o^ceyty^tirt ^is re p ort is jioo d cd. ■ * - 



9 ■ T 

If you received this letter, wouldn't you want to know right away how the visit turned out? 
m writer may have includec^ the first jiaragraph to overcome the tyranny of the blank 
page by putting something-anything-on paper. Then again, the writer may have included ^ 
the paragraph out of a mistaken wish to provide the "courtesy" of bulk. Whatever the 
reason the first paragraph gives more background information than a reader needs, so we ' 
cut all but the regulation. . . 

The suggested answer puts the regulation in the subject caption. Do the same when you 
must cite a governing directive to keep it from cluttering the body of a letter. 

A ■ . 

Your answer way not match ours exactly. For example, you may have kept "No reply to 
this report is needed." We^ dropped it because the visit turned up no problems to reply to " 
The decision to keep the sentence or drop it is a judgment call. (Writing is hard work . 
precisely because it requires so many judgment calls.) .' 



HI 
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Organizing Your ideaii . 



with the ffiain point and follow with only^ what a reader needs. Yqm fteedn't do rnucn^^ 
fifwording. Just rearrange tf\e sequence of some^sentences and drop others entirely. Write . 
your answer in the box. »^ , ^ , 

. . ■■ * ^ • 

^ SUBJECT: Request to Expand Bomb Range C-22 

• ' ** . '.■ ■ ■ " ■ - 

The attaciie,d request is forwarded for your consideration. tii($ package lias • ^ . 

been reviewed at this headquarters and our approval has been given.The 
bomb-range expansion is^small, temporary , and iOiniikely to increase danger. 

♦ Therefore, we recommend that you approve the attached request. .' ■ ^ ■ 
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SUBjECTi^ Heqiiest to ^xparnl Bombiange C-22 



^/-r ^ b g at toc htf d4K;qii c >t i s forwardod fo ffVe wr go ftrider a tion. Tho packafc v.^ 
■^>e i tvj:»vie w o< Hit t his h oadqu& r V i s and our approvai has boon givnw. The 
^°^^a"8e exgans ion is small, temporary, and unlikely to increa se danger. 
• " recommena,tnat youagprove the attached requesD 



1^ 



> 



An early main point gives writers, and reader^ a way to test the relevance of whatever else is 
said In thejetter about the INTRO program, "the bottom line" was burfed in the middle, 
in this letter, the bottom line" really Israt the bottom. By moving it to the top the first 
two sentences of the original become noticeably unnecessary. 

Are you a therefore, consequently, or due to the above writer? Any one of these transitions 
near the end of a Icttef usuaHy Announces a late main point. Avoid that mystery^torv 
approach Use the newspaper^icle approach, which puts the most important Information 
tlrjt and the le^t important last. ' • . . » . 

■/ ■<■.■ ■ -■ ■ ' •■ - ■ ■ • " * . .• . 

Whpn Air Force Headquarters responds, It should start with its answer. By gettlttg right to 
the pomt, It will avoid such unnecessary beginnings as "We have received your request " 




f ■ 
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' . , - .'Organizing Your Ideas 

■. ♦ . - V ■ ■■ . • :■ • • • • . 

It's tote^ornlng-' You've 'jus^ finis|hed a' so^o.cup of coffee and a cfoughnut. Iii walks Max 
ProfJwasb >*'ith a letter for Jhe motor pool at P^tserson AFBacId a request for you, ^ Check 
thisior orgaqization 'probiems, would you ?'^:^i^^f?t. Doesn't he know you've taken the 
first part of the^ffectjve Writing Course? Yoii'ffeh 

Okay, reorganize hisJ letter. . Cross out some sentences, shift others, and renumber 
paragrapfis-the way-we did in our last two answer^. Use as many pfincipjfes;. from tfiis part 
of the course as the letter allows. ^ . . : . " * ' 

SUBJECT? Request for Auxiliary Parking V * * 

~. ■ -■'^ ' ' . 

' 1 . . ' Three years ago a courier run was started to cafr^' computer products, some ^ 
of them classified through SECRET, between Cheyenne Mouhtain and the . » 
J Tederal Building. At thai time, the Directorate of Admmlstration at Cheyenne 
' Mountain was responsible^br tlie .courier run and stored the courier vehicle over-, 
night there- Then, as now, the run suppo/te^ the Data Systems Division. 

Two months ago responsibility for the courier run and the vehicle. (I^ord ^ ^ 
^pickup 79B1 107) shifted to us at the Federal Building. We drive across town 
twice a day to pick up our courier vehicle and turn It in at your motor pool. 
These trips cost gasoline, mileage, time, and proiiuctivity-whieh.can be saved by 
parking the vehicle after diJtvthours where it is needed, here in town at the 
Fed^al Building. U wili be well protected. ^nsequently,4)ermissipn is requested 
to park our courier vehicle on \yeek niglits and weekends at the Federal Buifding. 

3. The Federal Building is on a quiet street and has GSA-contract guards on ^ 
duty 24 hours a day. The vehicle will be parked in f4ll view of the guard diesk. 
(This arrangement has bee]\endorsed by Mr. Rockwell, guard supervisor.) Because 
of strong lighting in front ot\the building, the vehicle can be seen by city police 
on their regular patrols. The jehide will be locked at the end of the day, and the 
^key and servo plate will- b0 c(introlled thrbugh an access letfer. In addition, we 
will follow. all other precautions for keeping the vehicle safe. . 

■ ■ • ■ ■ '■• ■ -•.'.■§*. 

4. In light of the above, request that. consideration be given to our proposal. 
If you need more information about »feguarding'the pickup, please call ine at 
635-812^. . ' . . ■ i 



' J 
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BjECT: Request for Auxiliary Parking 



pickup 7981 TQ7 ^fa^tod4e-uM^^ We drive across town 

twice a day to p.cT^^FSUF^S^^ at your r^ot^S 

These trips cost gasbUne. mileage, time, and*productivlty-whlch car^be Lved by 
pa kin^ gie vehK: eaft gLduty houn> where it is needed, he re in town aVthfe ^ 

rcounervejiicle on weeknights and ^gj^glt the Federal Building 




is on a quiet street and has G?AK:ohtract guards on 
duty24hou,^aday.ThevehlclewillbeparkW . 
(Th s^rrap^ent has been endorsed by Mr. Rockwell, guard suf^Msor?^^^^ 
tl^^^r!^ ^« vehicle can be seTbTcUy S 

on their regula,^atrols<The vehicle will locked at the endTthe day Sid tSe 

1% ?"n ""^n "^"'••^"^^ *'^^°^Sh an access letter In^dltii^wf 

will follow aU ol^her precautions for keeping the vehicle safe, ^® 

you need more m^^^^ 



How was your doughnut? V i ' 
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Speaking' on Paper 



Imagine you're talking to your yeadep. '' . » ' 

. ■ . - ■ • ■ ■ ' •■ .' ■ - ' •• 

To get away from the outdated formal style, make your writing more lilj;espeakfng. Now we . 
aren't saying "you should copy e^very quirk of speech down to grunts arid rambllngs^ And we 
know^at some people speak no better thaR* they write. StijI, because people "hear" 
writing, the most readable writing sounds like a person talking to'a person. Begin by imagin- 
ing your reader is in front of you.* If you're writing to many different readers ind m one in 
particular, -picture a typical reader. Then apply the Jollowing tips— the J|est^ of speaking.: 
Up-to-date writing suggests up-to-date management. - , ^ 

Use personal pronouns. ; . ^ " 

Avoiding natural references to people is fals$ modesty. When speaking for your unit Qf FOR 
THE COMMANDER, .use we, us', our. When; speaking for yourself--if you're in charge; for 
example-^use /. me, m^.^Balance those pronouns with even more of >'o«. and j^OMr. so your 
reader gets the tnost attention. ("The service you receive" suggests more concern for the 
reader fhan "the service we provide.*') We're*asking*you to help stamp out untouched-6y- 
human-h^nds writing. • 

Use contractions freely; - , . ^* , ; • 

Contractions link pronouns with verbs (we'd, /'//, .vow >e) and make verbs Negative {don't, 
can't, won 7). Only a few subjects^ like reprirnands or funeral notices, are too solemn for the 
informality of contractions. Day-to-day Air'Force^ Meriting should be informal enough ior 
contractior)^ Jit naturally. , * ■ < * ' ' > ' - 




A$k more qg^BV^s. 

Use questions rtow and then to call attention to what you wan^; You/eacfi out*tayour 
reader when you end a sentence with a question fnark: In a long report^ a questiQn can t^e a 
welconrie change. Hpar how spoken a question is? . ' . ^ ^ - ' ' ■ V 

" • ■ ' ■ ... . - ■ ■ \ ' ■ ^ 

Use small words. ^ . * V / ^ 

Want to get a laugh from readers sensitive to language? Subistitute pompdus;:^ords for small 
ones. Don't staitt things; initiate them. Donp*t end things; terminate them. Think d^^the dude^ 
in thos^ old Westerns who overdressed to impress the folks at the ranch. O>^erdress0d writing 
fails .just as foolishly. Readers may know utilize means u^^e and optimum m^^ws best; but 
wViy force thenci to translate? Come across as a sensible person, someone who knows good 
EngnsH is ordinary English. » » , - * . ' 

■ * ■ ' ■ ' ' . ' ■ u I • ■ ■ * 

Keep sentences short. ; - . 

Though short sentences won't guarantee clarity , they're usually less cortfusing than long 
ones. Mix short and long sentences for variety, but average no more than 20 wor^s. You 
needn't count every word to find your average. Instead, average about two typed lines. 
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Use personal pronouns, contractions, and small words to turn these fancy sentences into 
ordinary English. Follow the example by working^ with one underlining at a time. If you're 
stumped, check Simpler Words anil Phrases on page $9. 

)<. Your office will hear by 15 September whether this headqtiarters has 
< favorably considered this recommendation. 

■ ■■ ■ • 



I 



1 . All addressees must implement the new policy prior to 1 April. 



2 • It is realized that you will have to effect numerous modifications to current 
procedures expeditiously. * 



V. 



3. However , the magnitude of the resultingsavings should be sufficient to make 

^M^^^^^teM^ ^^^^^^^^ _ 4 ' 

lip for the disruption. , " 



4. If more personnel will be required to accomplish the assignments identified 
in the attachment, request you notify this office. * . 
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1. Airaddressees must implement the new pbU'cy prior to 1 April. ■ ' 

I^Though you can replace a// addressees with everyone, you h the' 
"better choice. It's more direct. ' 



It is realized that yotf wiji have to effect numgrous modifications to current 
procedures expeditiously. , ♦ . , 



3. 



4. 



Hovj^ever, the, magnitude of the resulting saving should be sufficient , to make 
up for the disruption. ' ^ s* " 

Favor short, spoken transitions over long, bookish ones. Use 
but more than hov^evcr. so more than therefore, and also more ^ 
^ than in addition. And use jJie professional writer's techmque of ' 
starting sientences now and then with conjunctions like 'and so 



1 

V 



•i 



more persoonel \<fill be required to accomplish the assignments identified 
;.lTeaue<;t 



■ti/JL 



in the attaChment,»^equest you notify this office , 

X k — ^ 

You may h^ve trouble kicking the habit of starting a request with 
I, the word re<iuest. Kick It anyway. In talking right to someone, 
ypu woultln'^t use re(/uest tfiie way sentence 4 does. ; 
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Sjpeaking on Paber ^. 



5. Request compliance with paragraph 4 by forwarding a list of those who have 

■.. ' "7 .. : ■. . . ■ ■ — '' — 

^ elected remuneration in lieu of a subseqttent transfer. 



6* ' We ar^ endeavoring to minimize problems^ wtiere feasible^ before they 
adversely affect OMr progress^ ^ • 



V 



We will disseminate additional guidance soon. 



4 




.■ ^ 



Is. ASK ApU^^^'O'^' Permission ist requested to paric our courieir vehicle 
.on weelcWghts arfd weekends at the Federal Building. * * 
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S: ^eguest compliance with" paragraph 4 by forwarding a iist of those who have- 



g'gcted remuneration in.lieu of a subsequent transfer. 



6. 



Weare endeavoring to minimize problems, where feasible, befpre they 
adversely affect our progress. 

Except for specral emphasis, aVoid starting more than two 
sentences in a row with we. This way you'll 'avoid tiresome 
repetition and any appearatnce of seff-centeredness. ' 



1. We will disseminate additional guidance soon. 



Though we all know what a^icf/r/o«a/ means, the word is still 
fancy. Any word is -fancy when you can substitute a smaller word 
withoiit changing the meaning. 



8. ASK A QUESTION: -P eFmiasion is requested t» park our courier vehicle 
on week nights and weekends at the Federal Building ^ 
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Speaking on Paper 



The sentence beloii the example is much too long. Break it u|) by adding peripds. YquMI 
have to tinker with a few words tomake the hew sentences read well. 

• * ■ • . ■ - 

X. I am not alj^e ^ point out unusually bad examples of the deficiencies that 
t ha\e Iiitrf1*rn thjif'Thpy are not to be found in one 6r two horror eases that 
I could bring to your attention^tkhettgh- 1 recall a memorandum to the 
, . * Secreury qf Defense that w^- wordy and exce^ively detailed when, in fact, 
we had very little of significance to say'sml-finother recent offender was 
guilty of laborious expressions that are best described as "constipated 
writing." . . I 



Quality and quantity in communication tend to have an inverse relationship, 



1 



/ 



for as Mark Twain onqe said, "If J *d had more time, I 'd haVe written a 
shorter book," and indeed virtually every day I see too many reports and 

memos, and many of those are too long-too much short-term raw 

■ ■■ » ■ . '■ ■ . 

\. ■ , ' - ■" , 

information with too little long-term meanlng-in that, as often as not, I'm 

r 

offered three pages when three sentences would tell the story better and two 
sentences a week or so downstream would tell it better still. 



. EfT<^ctive Writing 




^ Thouglr several answers would wo^k for aInUKt any exercise, we've usually su"ggested only 
, one to simplify things. Here, though, we suggest a single fix to show you how two successful 
writers have kept their sentences short. * - 



The example began ^ part of a 1963 memo from Eugene Zuckert, Air ForcV Secretary, to 
Gerieiral Curtis LeMay, Chief of Staff. ' < . 

The-statement you edited kwgan as part of a 1977 letter from General David Jones^ Chief 
Staff, to all Air J^orce generals. } < ' * 



v^^. Quality and quantity in communication tend to h^vean inverse relationship^ 

-fefAs Mark Twain once said. "If I 'd had more time, I 'd have written a " 
shorter book^^on d in U i^ Virtually every day I see too many reports and 
memos, and m3«y of those are too long-too much short-term raw ' 



♦ 



information wiUi st)>^little long-term meaning-'4«~tt»t>/&s often as not, I 'm 
offered three pages whjbn three sentences- would tell the story better and two ' 

. ' . » ' ' \ * ' 

scniciiccs JHveek ox so downsircam would tell it better still. 



f 
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D 




- , \ ■ 

Had we made a film bn economy in writing, 
it wout(^ have come here. Economy follows 
naturally froni th^ principle that writing 
should sound tike speaking, only tidied up. 
But oulr captain couldn^ revfse his roofing 
letter forever, and other subjects pressed for 
emphasis on film. 

..Still, effective writing is economical writing. 
Once you've included only necessary ideas, 
work to Avoid using more words than those 
ideas deserve. Unfortunately, writing can be 
wordy ii^ so many ways that the best advice 
we can give you is awfully general: suspect 
wordiness in everything you write. Quarrel 

• with every paragraph, every sentence, every 
word. When deadlines permit, let your writing 
rest f<¥ a day and then rewrite it. And rewrite 
at.' '-^ 

0 

^ Take a quarrelsome approach to the common 
types of wordiness listed o1c\ the next page. 
After* ypu read about them, go on to the 
^xercises for Avoiding Needless Words, the 
film we didn't make. ) 
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by p#rmUslon of Rky Mtn N«wt 



Avoiding Needless Words 



Doublings i . ' , 

Avoid writing about a project's importance and significance, wben importance m\\ do. 
Avoid writing about a pQT%Qn\ success atid achievement ymtn success m\\ do. Pairs of words 
with similar hieanings add needless bulk tb swriting. Whatever the (differences between test ■ 
and evaluate, for example, they afen't worth calling attentfon.to Jf you just want to give 
a general idea. - . 

•■♦itls" •• ■■. ■ ■•■ • ^■ 

No two words hurt Arr Force writing more than the innocent-looking i7 is. They stretch 
sentences; ^delgy your point, and encourage passive verbs. Unless it refers to something 
mentioned earlier, try to write around it is. For example, "It is recommended that you write 
economically" can become 'We recommend that you write economically." Less common 
but no less wordy are cousins of it is like there is and there are. v 

■ • • . . . ' ■ ■ " ■ ' ■ ■ X 

' ,* ■ ... - 

Smothered Verbs _ , " 

■ ■ ''4 

^Weak writing wastes verbs, thcJ only words that can do things, by relying on general ones. 

foon't use a general verb (make) plus extra words .{a choice) when you can use one specific . 
verb {choos^-: Here are some common smothered (and unsmothered) verbs. "The commit- 
tee members held a meeting {met) to give consideration to (consider) the plan. They made 

: the decision (decided) to give their approval Jo (approve) if." Get the Ideal Make use of 
{ ) specific verbs! ^ . • 

' "That" and "Which" " ' : \ 

Don't use tfiat and which unless they help, meaning or flow. Sometimes you can just drop 
these words: "We believe-f/wf the changes -w/we/f they asked for won't. raise costs." Some- 
times you'll have to rewrite slightly: . "a system that is reliable" becomes "a reliable 
system." Check each /Zitf/ dind which to make sure you need it. ' 

Wordy Expressions , < : ;^ 

, ■ - . • . ' ■ 

Wordy expressioQs arc needless phrases introduced by preposition^^ like at, on, for, in, to, 
and h}\ They don't give sentences impressive bulk; they we'akcn them by cluttering the 
words that carry the meaning. $0 prune such dcadwobd as /or the purpose of (to), during 
P'eridds when (when), and by means of (by). Tfie longer you take to say something, the 
weaker you come across. . . * ' 

. ' .■ ' • ■ ■ ■. ■ ■ ' • ^, 

H<jt.2-3r4 Phrases / - ^ 

' ■ ' » • ■ . ■ . ■ ^ 

Though you should cut out needless, words, sometimes you can go too far. Don't build 
'hut-2-3-4 phrases, long trains of nouns and modifiers. Readers can't tell easily what modifies 

what or when such trains will en£(. You may have to use official hut-2-3-4 phrases like "Air 

Traffic Control Radar Beacon SystjiRp.," but yoU can avoid creating unofficial ones like 
*i'increased high-cost-area allowances." Adding one small wprd will make it more readable: 

"incr/ased allowances /or high-cost areas." * 
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if 



i|s >(e ♦ 



OLD: 



• > 



NEW: 



"By virtue of the authority vested In me by the Constitution of the United States 
^ ftlTowr* ^ President of the United States of America, it is hereby ordered 

"As President of the United States; i direct. ..." \ 

» .-old and new beginnings to Executive Orders 

r ' ' ■ • • 



3 6- 
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Avoiding Needless Words 



As yoii work through the exercises for each type of wording, look for oiie or two errors 
iiT any sentence. You may want to return to fhe rules now and then to refresh your 
memory. * ^ . \ 

Tighten the following sentences by avoiding doublings. 

«• * , *' ■ , . _ . ■ 

X. Discuss and oxplQl R any special factors and cQnsidoration &ln an attachment 



f . The intent of this policy and guidance is to limit smoke and noise during 

■ * ^ ' . 

/engine tests. 



2. Qnly the vice commander may modify or adjust scheduled training for, 
administrative and/or communications personnel. 



3. The exercise wIh begin on or abotit 5 October and last for 14 days. 
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1. Tliel 



intent of this policy^ftd-gtwkw^e-is t(>4ifitTt5Tno^ 
engine tests. ' ^' 



OK. 



2. Only the vice commander may «wdf#v^ adjust scheduled training for 
administrative-wwlfor comn)unications personnel. 



The exercise will begin.e«n?r about 5 October and last for 14 days. 
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■1 



Make the chai^ Wded toavold deUy«cs)ikc it is and there are. 



X. it Is a p !9 a5ur § 4^opm e to see your progress. 



I'. 



^ , . 1 . It is our opinion that the quality of the program has improvQji. 



There was no requirement in AFli "114 that prevented suish' host-tenant 
a|;reements. < 



} 




3. It will be our gpat tb malte sure there ar? opportunities for everyone* 



4. It is not mandatory that leaye be taken when^ it is requested, but it is 



necessary that you request It. 




E/fe<;t.ive WriUng ^ , / : ¥ 




X'...- 



4*> * 



0 ey 



(Oiu .kJu-i-<^ x^y ^ * ..... . 

1. 4t^iw«pmwo.that the quality of the program has improved. . . . 



2. ' Thef^^ requiremertt in ArR .1MHl«t.pfevented such host-tenant . 
'agreements. . « 

' . ■ ' ; ■ ■■' ■ ' ••' - ' " . . '■• 

■J'' ' . ■ . .. 

■ ■ ■■ • 



A, 



. fteoessa r y 4hr t you request it. *' ^< > . ■ - . ^ ■ p ^ 

- ■ ■ . . ■ A. .r. „ ■ • 



r 
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Avoiding Needless Words^ 



Tighten the foUowiiig sentences by avoiding smothefred ve^^ . 

X* AFR 130 p i-ovidos guidan^a for tht?.Air Force Writing Program. 



1: Yoyr complaint about Martians in your silly putty' makes refer'ence to 



• correspondenre we haven't received. ' t 

. < f 



2. Offices having a requirement for this report should give a brief explanation 

.• ■■' V / , * -■ ■ ' 

of their uses for .it.. * s . . ' ^ 



3. Paragraph 3a makes provision fof storing extra supplies and Is applicable 
- to all units. . . ' » ' ' 



■ * . 

*■ * * 



Look at your work as though it were done by your enemy If -we look to see where It is 

>vrong, we sh^ll see this and make It right. If we look at it to see >yhei;e it.is right, we shall 
see this and n&t nuke It right. • . ' 

'\ • <l ' -^Samuel Butler, English novelist 
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lilt i 



1. Your complarr^t about Martians in your si% putty/^^ 
>correspondence wejiaven*t received. ^ / • - 



t 



•7 



-«f their uses for it. 



3. . Paragraph 3a >mSmH^,^m^iox storing extra supplies anatl^;;;^ 
to all units. ' , . 



* • 
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: , ■ ' AvoidingjKl^dless Words 

■" ** \ . ■ . .... * ■ • . - ■ 

' / ■ / A * . '\ ■'■ . ■ ' ' " : / 

Oet rid of needless f/mrs and vv/uciies by simpty> dropping them or rewriting slightly, Don^t 
get carried.away, though- Keep the one* fi^f help meaning or flow. 

■ ■ ■ . * t • ■ . ■ 

, X. In that case, we believe ■l*«rt'they should . - 



1 . Sentences that are short are easier to read than sentences |hat are long. 



% 2. That's the report that you wrote. 



3. We'll check for any flaws that exist in the program. 



i 
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1; ^4g«tences.t hatif # ia i oi iVe easier to read tlia^I^tences.^lHrt^^ 



^« T!"!!^ report 4M*you wrote. 



OK 



3". ^ We'll check for any flaws - that - ox i a t in the program. 




I 



it' . 
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Tighten the folilwing sentences by repiacing wordy expressions. 



X. ■ itv thceVdnt tha t ail else fails, it cin be repaired by i«^«»«f a swift kick 
to the fraraistan. • . 



-- . ■■■■ , . ~' f^. 

1 . In accordance with AFR 75-10, reports must be filed on a quarterly basis. 



1 . « 



2. . In the month of January /tHey wil| start a study for the purpose of testing 
compl'iemce with the new policy. 



r approi 



3. We'H revise our^proach in the near future in order to improve operational 
readiness. 



\ 
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I 



1. 4<M«OHteft€©^AFR 75-10, reports must be filed quarterly 4»s«; 



2. In.< h efflenth of January, the/will start a study for th s gS7pos e- of testi^ 
^ - ^ compliance with the new p'ollcy. ' " ' " . 



We'll revise our approach 4R.^»eni«af^ftmH^in^^ Improve operational 
readiness. " 



ERIC 
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Avoiding Needles^^ Words 



Make the sentence^ more read^le by re,writing the hut-2-34 phrases. . . 

X. PROJECT BL'UE will benefit from obraputof progra t w y advance informatior)^ 

1 . Rapid operational equipment dist^bution is a strength of the^iew plan. 



2. Your manning-level authorizations reassessment suggestion should lead 4^ 
noajor improvements. ' 



3. 'I The regulation explains Gonrimunicafions Center operatloffSSiersonnel 
training. - i 



^ r ■, ■ , . 
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1: Rapi(U)perational equipment -(HstribBtten- is a strength of the new plan. 



' j^. Your;manning-level authoflzatipns F € a5SCSs> TT q |^ ^nfCge stieft should lead to 
' major improvements. 



The regulation explains Communications Center operations personnel 
training. ' , 

We give up. Does this, hut-2-3^ phrase mean "training /or 
operations personnel from the Communications Center"? Or does 
it mean. "training o/ personnel /« ^Ae operations o/ /fte .COm- 
' munications Center"? We're not syre. And that's the trouble with 
. such monsters. ' - 



♦ * * 



Orderly time-phased priority-based civil engineering work planning and design budgeting 
supply and prociiremer^t center support was not maintained. 

— world's longest hut-2-3-4 phrase 



I Speaking on Paper & Avoiding N^dless Words 

Remenfiber Max Propwash from the summary exercise for Organizing Your Ideas? Well, 
he changed jobs. Now, he's with the Security Police at the Air Force Acacfemy, and he's 
heading toward ypurtiesk. Duck into a drawer! Pretend you're a stapler! Too late. , 

Simplify his bullettif notice so it uses the rules for Speaking on Paper a»d Avoidf^s/^N««d- 
less Words. Read the first ^ntence and our changes to ge| the idea. Then go on t(lf talk ^o a 
reader with small words and few of them. ■ '. 



DRIVING CONOitlONS DURiING THf SUMM^ MONTHS; Th» pcopinsity ' 
■ TOf visitors to the Academy /o e xhibit erratic drivlSg btfhavior during thcft ummer^ 
months i s especially p rovalent at the north and south gates. Sudden stof^s and 
changes of lanes are frequent practices that seriously increase the potential for 
an accident at these locations* In order'to ensure per^nal ^fety as well as to ' 
permit proper and sufficient reaction time, it \% essential that personnel obey the 

^ -J 

posted speed limits. Aj^hpugh the majority of personnel do not speed, there are 
a number of drivers who frequently enter thejnstallatipn iraveling at speeds in 
excess of 2Smph, In an effort to correct this serious ^nd unsafe situation. Security • 
Police will be selectively enforcing the speed limits at th^ gates through the 

' • .. .. 

operatior^ of moving and statiOns^^y radar traffic monitoring devices. 



. 0 
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X Effective Writing 



DRIVINGCONDiTtONS DURING 3WSUMMER MONTHS: The pfaponsity 
fw vlait or s to tl<e ^cademy ^t o w thiliit a rfatio drivigg beKayiSTdufeinttiio summer , 
-wwtte4»especia^^^ 

^S^»3f lanes are froquoiutr^ tliat sorioZaly increase the fSleft§&for 



an accident at these looat<o n s. 4fl-ydefl6 e nsure p s prsowal Mf i ty as wotros to 
permit propy and kuffisiewt reactiw-ttme-,- tt is css e ntlaf that p er soniiej obey the 
HMsle* speed limits: AI?hough :iho majority bTpeMownol j>i> i Nt speed, th e re afo 




anambe r of drivers who ff i q u iintly enter the MSteMa^ traveling at speeds in 
':^J^«s^25mph, Jn an off o rtl o correct this serious and unsafe situation, Security 
Police will b e . 8 a ioetively enforcf% the speed limits at the gates through ^ 
i opir a tl Q n of mgving an d statienar y radar;traffic monitoring deviothi; 

- . . V ■ . -> i ■ . . - 

The original notlcS Is formal and wordy. Butjf you go too far in avoiding these problems 
you may become chummy or telegraphic, the trick is-to strike a balance between those 
extremes. * . \ 
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SoFving^fiecial Pfoblems 



Write actively, doers l>ef ewe verbs. 

( , • • . ■ . . .. 

To spot passive verbs, look for any Tornfl of to de plus a main verb ending usually In -en 
or -ed. Forms of to 'l&e:. is/'ore, was, wer^, am, be, being, been. So passive verbs look like 
these: was inspected, fias beetr chosen, is being closed, may be reopened, 

Sentences written passively are wordy and roundabou^. They reverse the neural, active 
order of English sentences. In the 'passive example, below, notice how the receiver of the 
verb's action comes before the verb and the doer comes after: 

Active: Thecomniarider inspected the base. ' /^ > 
1, [doer) ^verb) (receiver) \ ' 

Passive: • The base was inspected by the commander^ . 
■_{feceii>er) (verb). (doer),' 

Besides lengthening and tWisting' sentences, passive verbs pften muddy them. Whereas 
active sentences must have idoers, passive ones are complete without them: 



Nominations must be approved beforehand. By whom? 



Plans. are being made. By whom?? 
■ . ' ' ■'•■ 

Your proposal has been dhanged. By whom??? 

You will be notified. By whom???? t^*; - 

To. avoid most passive verbs, find the'docr of the verb's attion and put It before the verb. 
By leading with the doer, youll ^tomatioaity foUow with an active verb: 

The commander must approve nominations beforehand.* 

We are making plans. • " ' V 

* They have changed your proposal. , > 

I will notify you. 

Now and then you cap avoid a passive verb without rearranging the septence. Simply change 
the verb or drop part of it:. ^^^^^^^^ 

Your request has liprn r«pi;ivrit . * • - 

^ The Academy i^Jocattd- in Colorado. . . * 

Write actively most of the time. Oyer 75 percent of the verbs^in magazines and newspapers, 
the kibds of .wr4ting \ye like to read, are active. But some Air Fpt'ce writers make 75 percent 
of their verbs passive. Because passive verbs look back to whatever receives the action, 
reading passive sentences is like driving In reverse. . 

Write passively now and then-wheh you have good reason not to say who or what does the 
action. This situation may occur if the doer is unknown, unimportant, obvious, or better 
left unsaid: ^ 




-St.. - ■'. - V 




#( 4e lie 

u 

■ J 



y^ii'^I^Klf^^r*' o' "" • P*" or type or wi.. wi* 

* . . —Sinclair Lewis, novelist 
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Solving Special Problems 



Doer obvious: Presidents are elected every four years. 

. Doer perhaps unimportant: The parts have been shipped. 

This isn't a license to kill. When in doubt write actively, even though the doer might seem 
obvious or unimportant. You'll write livelier sentences (not, livelier sentences will be writ- 



tenji. ^Thc point is to make your use of passives, deliberate and infrequent. 

■ « 



Instructions deserve special attention because we write so rhany of them, often with, so 
many passives. When you describe' how to do something, talk directly to your audience 
by leading with verbs. (This isn't a new way to turn passive sentences into active oiies. A 
doer, vyw. wiU be understood or stated in front of the verb.) The captain In the^n learns 
this approach when he mak&s these changes: 

. Dt}vQ^3iyi must be'cleared. — ' . " (7ear your driveway . > 

front dooh will be avoi^^^ — i4poi^your front door. ' 1^ 

He leads with-verbs as he talks to a typical occupant of base quarters. . 

If your writing In general and your instructions in particular sound iike<the work of an 
important person, t;hey're probably poor. Let the signature on a letter or the number on a 
regulation carry the authority; don't try to put it In your language. Wj^ite Actively) asNf 
someone has just walked up to you and asked what to do. - j '* 

,To iniprove instructions further, apply thfse next techniques: (a) state rules before excep- 
tions^ (b) stress important poinu, (c) choose exact words^ (d) say who does^what, (e) give 
examples for difficult ideas/ (f) divide processes into small steps, (g) u^' parallel lists, sub- 
paragraph\&» and he^istga^ (h) average only 15 words a sentence, (i)l(riswer likely questions, 
(j) test your material^ and (k) rewrite to avoid ambiguity, Uhtil Murphy^s Law is rescinded, 
you must write so you cannot be misunderstood. 

Keep lists parallel. • :^ 

iiv lists, stick^to one pattern. By avoiding interruptions, yog set up expectations that noake 
reading easy. Violations of paraljejism occur most often When writers \mix the folloWrng: 

Things and actions, - ^jgia^ 
' Statements and questionaPP^ 
Active instructions ^nd passive ones. 

In the pajragraph just above *'Keep lists parallel,'' all the instructions (a^k) are active and 
therefore parallel. The list woufd lose its parallelism if c used a passive vefb (*^exact words 
must be chosen") or if used thirtgs ("examples fo^ difficult ideas"). The trick is to be 
consistent. Make ideas of equal importance look equal. 



6 



Turn these passive sentences into active onc», like this: * ' *^ 

;X. Free dentaJ care is given under this Plan. * . * ^ 



1 . ' Farkled fibbets are explarne'd In the attachment. 



1 . 



2. • A plane was taken by me to Kelly AFB and spme parts were picked up there. 



3. Your support Is appreciated; ' 

(Assume you're writing on behalf of your organi^tion.) 



4: It has been decided by the commander that more decisions should be made 

^ • • • . • - 

by element leaders. ^ ^ 
. 5. Yoiir requests muist be approved beforehand. * 



Effective Writing 



1. The attachment explains farkM fibbets. ' 

Verbs have tense and voice. A verb in any tense 7oast oresent 
futur^) may be in either voice (active or 'pS^)!'Z' ^^^^ 
^exphined uses the present tense and passive voice. Aa fbr do^ 
StT^ anything-:-people, ideas, attachments, or farided"^ 

2. ^ I took a pfane to Kelly AFB and picked up some parts there. ' 

♦ ■ ■ • 

n*)^J^^ ^^}^ ^"^'O"- Most verbs in speaking are active 

Unfprtunately, many Air Force people would mite L awkwaTd 
passive version. . * - *wKwara 

^3. We appreciate your SMpport. ^ 

"Your support iy appreciated** sends the wrong signals. The* 
^ pawnee verb and missing m announce that your writing stv^ 
and perhaps your management style, is out of date. ""^ "y'^' 

^ Can you overdo personal proSouns? Rarely ; Still, to avoid an 

-cSrtT'^^'"u'"'S*^^ P^'^^'y "Little fm beZ Ze To 
S^eSe^.*'"^^^^^^ 

' ■ * * • . ■ 

4. ' The commander has decided that element leaders should make more 
decisions. 

' 5 Don't kt shouldbe made fool you. It's passive even though the 

?• '""St approve your requests beforehand. 

doesn t say. Avoid this serious misuse of doerte jJassivl^S 
sure pohcy statements say who does what. Say, for Sample 
The commander must approve your reqii^^ beforehand " 
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' Solvirtg Special Problems 



In the last exercise, all of the sentences were passive. But no more nice guys. In this exer- 
cise, only some of the sente'hces are passive/ Rewrite the p'as^iyc sentences but do nothing 
with the active ones.* (You saw the sentences earlier as the third paragraph in the final 
exercise for Organizing Your Ideas.) / 

• " . ■ ' ■* " • • ■ . . ■ . ■ 

. ^ . • ' ^ ■ ■ ' ■' I. ' 

1. The 4?ederal Building is.on a quiet street and has GSA-contract guards on 

duty 24 hours a day. 



2. The vehicle will be parked in full view of the guard desk. 



3. (This arrangement has been endorsed by Mr. Rockwell, guard supervisor.) 



.4. Because of strong lighting in front of the building> the vehicle can be seen 
by city police on |heir regular patrols. - • 



5. The. vehic^ will be locked at the end of the day, and the key and servo 
plate will 1^ controlled through an access letter. « ^ ' 

: ' \ i • . 

• • . . 

f ■ • . i ., . 

■ ■ ■ f . ■ 

6. In addition, we will ftMlow all other precautions for keeping the vehicle 
safe. ^ ■ ' ■ ' " \ ■ ' . : ' 
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Effective Writing 



1. NO PASSIVE VERBS 



2. We will park the vehicle in full view of the gUard desk. 

. Though we could have left the sentence passive without ciusing 
confusion, the active version make$ a stronger, more direct 
fi^ V ''^ no doubt that we take responsibility. Another 

tlx would be to just drop the main verb: "The vehicle will be 
-f^ai'fcwi' in full view of the guard desk.'* " " 



3. 



(Mr. Rockwell, guard supervisor, has endorsed this arrangement.) ^ 

m)ugh we hid to fmd a do^r for sentence 2 from the context of 
the paragraph, we had an easier time with sentence 3. We simply 
flipped the doer from the end of the sentence to the start 



4. Because of strong lighting in ffqnt of the building, city police can see the 
. vehicle on their regular patrols. 



5. We will lock the vehicle at the end of the day and control the key and 
servo plate through an access letter. 



6. NO PASSIVE VERBS 
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Soiying Special Problem^ 



Rewrite the two buiietin notices that have bad cases of passives. Do nothing with the 
one notic^ that already talks directly to a typical reader. 



A. TAMILYcHOUSlNG OCCUPANTS DEPARTING IN JUNE: Preliminary 
quarters inspections most be scheduled in April for family-housing occuparvts 
' due to depart duruiH-June. Questions should be directed to Annunzio 
Blatz, x210(lr-™K413) ^ 




B. PRINTING: Please don't make your printing request a "rush job." Submit 
it far enough ahead to allow us a reasonable|^mount of time. (DAR/23S5), 



C CORRECTIONS TO TELEPHONE DIRECTORY: The base telephone 
directory should.be checked. by all personnel to make sure their listing are 

, ' correct. DAA must be notified by 28 September if any changes are oeeded. 
(DAA/2354) . ! . ' 
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A. FAMILYWUSING OCCUPANTS DEPARTING IN jUNE: Schedule 

your preliminary quarters Inspectioii in April. Direct questions to Annunzio 
. Blau,x2100. (DEH/8413) 

• ■ • • i ■ ■ i 



_0i^t--iiisMict»ons-tO7» typical reader, are easier to write when a heading names the 
audience. When you use the heading tt>.highlight something else, you can sometimes start 
the first sentence like this: 'Mfyoull be leaving base quarters in june . 



B. -NO CHANGE 



C. CORRECTIONS TO TELEPt^ONE DIRECTORY: Please check the base 
telephone directory to make sure your listing is correct. Notify us by 28 
• Septembjjr if you need any changes. (DAA/2354) ' 



You made the last notice active if you said "All personnel should checlh. .' " However 
you could have been more direct t>y starting the first sentence with "You should check 
... or Check . . or "Please check . . . ." Only one,person at a time reads what you 
write, so«try to engage that one reader. • ' • 

' This isn't a course in howio write swell bulletin notices, but they d<i off^ rich examples 
of poor writmg, and it isrt^t far from instructions in bulletins to regulations and operatinE 
,mstructions. v ^ * 
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Solving SpeciaJ Problems 



Here's our only exercise on parallelism-sticking to one pattern in a list. Though the list 
below gives instructions from a base regulation, you'd improve in the same way.a list giving, 
l^y, recbnimendations in a background paper or objectives In a manual. You'd line things 
up so each part begins with a verb, like thb: ' " 

X. - Adherence to these fire-preventiort ruies Uroquired r ^ 

■ - " .■ " ■ ■ . ■ •». 



1 . Trash will be put in cpntainers outside the building at the end of eacfi day. 



2. The use oflllf:electricai appliance will be in accordance with MAFBR 92-1 . 





3. Use alarm boxes, fire iextihguisher$^ and other lire-protection equipment in 
case of fire only. t ^- 




.4. Assembly area for this^iJuilding during a fire is the south parking lot. 



5. Fire lanes'must t^e kept clear it all times. 
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Put trash in containers outside the building at the end of ea^ day. 

Sometimes parallelism Involve lining .up several ideas for easy 

' . comparison/the way we have In the first three sentences of this 

paragraph. Somet^es It involves being grammatically consistent 

by not mixing clausesTwith phrases In lists (for more on this kind 

of parallelism, check a grammar tex$). But at its most noticeable, ^ 

parallelism involves starting lists of instructions, recommendations, 

and objectives with verbs. Mastering this bold kind of pai-allelism 

will help you masterjujbtler kinds. 

/4- ■ ■ ^ (I . • 

/ ^ ■ ■ ■ • ^ 

2. Follow MAFBR 92-1 ylien using any electrical appliance. 



3. Nb.CHANGE 

4. Assemble ciirii>g a fire in the south parking lot. 

■ * ■ . v; - ■'■ ■■• 

If you .Wjanted to stress^the jdea of duriiiz a fire, you could have 
writter **Durtnga fire, assemble in the south parking lot." The 
part of the sentence that can stand by itself {the main clatise) 
woul^still begin with an active verb, of^emd/e. ^ ^ 

45. Keep fire lar^s clear at all^imes. * ' 



Solving Special Problems 



loivir 

1. 



Passages 3fe the'worst problem in the following letter from Wright-Patterson AFB. Make 
thei/i active. And make other word diahges that will produw 



SUBJECT: Transfer of Accountability (Your Itr, 5 Sep 79) ' 

1 . Please be advised that no objection to the transfer of accountability identified 
In subject letter is interposed by this dfi^ce; Request that youcrecords be 
properly documented to reflect the transfer. Included in youcr^ds should be 
your letter to Acme Missiles and your letter to this officewAUo Include this letter. 

• . ■ ' . 

2, An^ questions relative to this matter, may be directed to o.ii'r new project 
officer, Mr. Propwasi>, at telephone 78i2-2357. (He gets around, doesn't he?) 



^ • ■ ■ 






■ \ y ■ 


. ■ - , X - * . ' • 

• v 

\'-- ^ ■•■ . ■ ■ - . 


t 


■ v ^ ■ • ■ 








\ 


* 
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SUBJECT: Transfer of AcCDuntability (Your Itr, 5 Sep 79) 

t. We don't object ^9 the trinsfer of accountability. \ust show the transfer 
in your records. They shouh I include your letter to Aime Missiles, your 
letter to usi, and this letter. 



2. If you have <iny question 
at 7^2-2357, 



I 



J, please call our fjew project officer, Mr. Propwash,- 



v., 

The original letter, like much ineffective writing, needs more than one kind of improvement 
The second sentence iHustraies. the poinL Made active, it reads "Request thdt you properly 
document your records to reflect the transfer." Though better than the original, this active 
version still needs work because of renuest, property docum^t, and reflect. So our final 
revision avoids passives plus other sources of wordy formality. 

We combined the last two sentences of the first paragraph to show how parallelism can 
improve economy. (For another illusiration of economy through parallelism, combine the . 
last two sentences on page 55.) ^ . ^ , 

We kept the last sentence of the letter to flag the "new" project officer. If he hadn't been 
new, his name and number would have belonged in the rep^y caption because the letter is 

routine. - .<■:•.:■ 



• -Solving Special Problems 



Here's the letter Written in thte film. 



OkM4NTMtMT M» THE AIR FO»Ct 



>u#/^(. t Rooft fy*" QtMrten 3-43 



1 Rcp4tf Notice , ^^"vc scSSQ|&l'ytW quiftefi for fitw roof. Wofk 
sure oc ifui UU five workdays. CoAtric(or& wUI repUce 20 /oofs 

this summer vxi 21 ncxi wowwr/ C*uf gwl to end Uw (Umaje froffiVattr 
4CCumuUiion and the afw** high winds by repUcint fl*t roofs with sloped q*>cs. 

C^ y fttf l^tof P'ut{<^ , ,Wwltfnen will tear off yoor top roof and cxpoR ceiling 
bcanH Thin tWyll w»l new beam) that fttemble A's to the oW oo<s. FlnaHy, 
ih«y'tl cov«r*ihe new t^ams with plywood sheets aivf. asphalt shingles. During 
tunsirtktion, plaslic covcfs wMl keep any rain off your in^d4 ceiling. 

3 Occupant Pfcbaratinns . We want to reduce your inconvenience and avoid 
any accidents. So please follow thete instrualio^: 




• Clear youf driveway. Heavy ei;)ut|mfent nu»st move to and from youf 



b Avoid your front door during w6fl(ing hours.' Workmen wilt dun^p 
w:iaps ih frool of a. ■ • • 



RenH>ve pictures front walls. Vibrations nuy kno^ them dbwn. 
d. Keep children away from ail work areas. 



"4 Do you expect to be away during construction? If you do, let us know by 
I |ui>e so wc can reschedule you. ' 



HllUlP \. POWELL. Woncl. USA'F 
I)CS/CivM Lnitincering* 




In an operation this big, you have to expect losses. 



—anonymous 



Effective Writing 



/A partmg challenge. . . . J 

When you get back to your office, check- your IN basket. You're likely tofind.tkere tiany 
of the problems you've studied here. And for a^sweaUer challengffj^ check your OUT b^cet. 

What really counts, though, is the attention you pay to effective writing a long time frbm 
now. A lot of bad habits are >yaiting for you. But you'll improve a littl^ch time you avSid ^ 
then). So when a phone call or visit just won't do, and you have toivrite, use plain, up-fro^t 

English, • r ,r t r I 

'1 .. ■• ■ 



r 



r 



■ / 



• 



_^ BY ORDER OF THE SECRETARY OF THE AIR FORCE 



d^^lCIAL 




LEW ALLEN, JR., General, USAF 
Chi^fofSuff . I 



. VAN L. CRAwfFORD, JCqionel, USAF 
Director of Administration 
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CHECKLIST FOR EFFECTIVE WRITERS 



ORGANIZE YOUR ID£AS 

\ . ■ - ■ : 

Plan what to say. < • 

Group related information into paragraphs. 

Open with your matn^point, 

Stick to what your reader needs. 

SPEAK ON PAPER * * « 

tma^e^ouVe talking to %uV reader, 
personal pronouns:. % 
. Use contraptions freely. 
' Ask more questions. . 

Use small words. 
> Keep sentences short. . " 

• • -■- 
AVOiD NEEDLESS WO'RDS 



Suspect wordiness in everything you write, 
and avoid * • ' 

Doublings^ 

It is ^r\d There are. 

Smothered verbs, 

Tfiat and which, > 
' Wordy expressions, 
Huii#«8^ phrases. • 




SOLVE SPECIAL PROBLEMS 

V Write activelyVdoers before verbs. 



1^. 



> 

5 
Its 
I*. * 



OIICANIZE YOVR tOCAS 

O9 i ^^A yow man p^t. 

* SfCAK ON PAFEft 

>iiUf(A« y(MfV< M^Mig 10 vMt r«*rf«f. 

iH« •omrMlfom fr««<y. 

AVOID N££XH.ESS WORDS 

. «FO(4tfl«M every (diAg.YOu vritc. 



\ 



SOLVE SFECJAL PR08LCM> 

Write Activflv,do«ato«for« vwkc 



keep lists parallel. 



SaOfPUR WORDS AND PUgASES 



Try 



bttteadof 



iccompwy go with 

mxmipliflh. /. cany out, do 

accompUfh (a foan) . . fill oat 

Accordingty lo 

accnie . . add, gain 

• accurate coirect^ exacts sight 

ichteve.... do, make 

^actual. real * 

additional aJded^morQ. other 

xdjaceatto. next to 

advant^eous . . . . helpful 

a^iie '. recommeiid, teil 

auix , « ^. • . put.ttJck 

afford an Qfpportunity .... allow^te't 

aircraft ............. pjbne 

anticipate expect 

a hunibet of some 

appaxont . clear, plain 

appear laesn ^ 

appreciable many"" 

appropriate . : . . , . . . proper, right 

approximately about' 

as a means of ......... to ' ^' - 

ascertain . . find out. learn . 

^ a^ prescribed by under 

assiatt assistance aid,t^ 

attached herewith is here's 

attempt.;. ........... try 

at the present time ....... now 

benefit . help 

by means of . . by, with 



cannot can*t 

capability . . . abflity . 

category ............ class, group 

dose proximity ........ near 

combined join^ . ' . 

comply . . , follow 

component. part 

comprise. . . form, include, makeup^ 

cohceining about» on 

conclude t cloie,end 

concur . agree 

confront face, meet ^ 

consequently . .* . 80 

consoUdate. .\ ....... . combine, Join, merge 

conltitutes; . . . is, forms, makes up 

,co^nstruct. build 

'^contains ^. . has • 

continue keep on * 

contribute ............ give ' 

coopetatc . ; . . . help 

currently ..^ (teave out) 



do not ........ 

due to the fact that , 



deem think 

delete ^c^t,drop 

demonstrate . .]Q^ve, show 

depart . .^^ . .\ . ."lave 

designate. . appoint, choose, name; pick 

•desire. . . , ^ wish ^ ^ 

determine decide, figure, find ^ 

develop . • . . grow, make, take plaice 

«4flsctosc. ... , show *. 
discontinue ... . drop, stop ' 
disseminate . . issue, send out 



echelons .' , 
effect . , > . 
elec t .... 
eliminate. . 
canploy, ; 
encounter , 
encourage . 
endeavor '.r 
ensure . . . 
enumerate . 
equitable. . 
equiva^nt , 
establish . « 
evaluate . . . 
evidenced . 
evident . . 
examine . . 
exhibit . . . 
.expeditaC. . 
expediticHii 
expena . . . 
expense. . . 
eaq>Iain . .1 



I 



i: 



fadliute . ..... 

factor.^ , 

failed to : . . , , , 
fatuous.numbskull 
feasible. . . . . . \ 

females.* 

final. 

finalize 

for e:i(ajQple t . . . 

forfeit 

for the purpose of« 

forw^^ » 

function 

fundamental. . . . 
furnish ....... 



Try, 
don't 

due to, since 

>^ 
levels 
make* 
choose, pick 
cut, drop, end 
use 
meet 
urge 
try , 
make sure 
count 
fair 

equal . 

setup, prove, show 
check* jrate, test 
show^ed . 
dear / 
check', look at 
show I 

hurry, rush, speed up 
fast, quick • 
pay out, spend 
co^, fee, price . 
show,jfceil . 



ease, help 
reason, cause 
didn't * 
jerk 

can be done, workable 

women . 

last 

complete^ finish 
such as . 
give up, lose 
for^to 
send 

act, role, work 
basic 
give, send 



has the capability 

herein ; . . 

hoyever ...... 



can 

here 

but 



identkal ....... 

identify. ....... 

immediately .... . 

impacted. , . . v , 
impicment ...... 

. in accordance with . 

inad^tioh 

in ain effort to ... « 

Inasmuch as 

I inception. ....... 

in corOunctif n with, 
incorporate . . . . . 

incumbent upon. . . 

' indicate. 

indication 

initial 

initi^e. . 

in lieu of. . v 

in orderthat 

s - 



same 

find, name, show 
at once ^ 

affected, changed ,4Ut 
tarry out, do, follow 
by, under 
' ali»o» besides, too 
to 

since 
start . 
with 

blend, join, merge 
must 

show, write down 

sign 

first 

start 

instedd of^ 
for, .so 
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Instead of • Try 

in order to . . . to / / 

4<ifCi;4fdiD itlKmt. ccttceniifig, on 

imcrpo.w no objection .... dott*t ohySaX 

i« the 4fuount ot ..... ^ . for ^' ( 

iii the. course of diuiEig»ifi^ 

ill the event th;it. ....... if 

id tlie near future soon 

in view of ....... ; . since ^ * * . 

hi view of the above so ' • . 

»Hj8 . . . I . . . , (teavQOttt) 

it U csH*ntial . ...... . . . ntust 

it K avonimended . . . I; wo recommend 

Uis requested . . ploaie, . 

jus^ay .f . prove 

:u)n .!.......... law * 

liiuited number few 
limitations :T ........ . limits 

h»cate. find • 

\ location . : . . place, scene, site ^ 

^hu^nituUc size 

nuintaip . , . . . keep, support 

niajoriiy greatest, longest, most 

iniiiiiime / . . . . . decrease^lesien, reduce 

inoilify change ' 

mohitor .......... diedc, watch* 

> 

nebulous. vague 

necessitate .^ cause, need • 

notify. let know, tea 

nuinerous . many, most 

objective. , aini,goal • * 

libligate. /. . \ bind, compel 

observe see. " v 

obtain ; get 

t>perate. . . . run, work ^ 

operational. working 

optimum. . best» greatest, most 

*>Vtioti. . .choice^ way 

patticipaic ........... take part 

perform ............ do 

permit. let 

personnel. ..... pcopfOv staff 

I?crt4uiing to. ... about, of, on 

pluwe put 

{Hiition. ............ part 

position ; place 

*^ possess; , , have, own 

preclude prevent 

prepared ...... ^ ready ♦ 

previ^vux * . . earlfer,past 

previously r before 

prioriti^^?.-;^. rank 

prittrto. . \ , before . 

probability . chance"; ' 

procoikiros. . ^ rules, wayf 

proceed. ............. do. go on, try 

pcofi<;icncy skill 

pro^ranuned planned * 

promulK^te announce, issue 

prtwidc give, say, supply 

provided that.. ........ if 

provides guidance for gukies 

(tlic) provisions of ..... , (leave ou^ 
purclia^' buy , ^ 



. Insteadcf Try 

■ • ^ 

, reason for . . '. ........ why 

recapitulate .......... sum up 

reduce cut ^ 

reflect . . . . . say, show 

regarding about, of, on 

relating to about, on 

relocation . . . * . . . . move » 

remain ; • • • *tay * 

remainder*. iest ; 

remuneration pay,'payment 

render give,make 

request. . ............ ask 

foquire . \ . ... . must, need 

* requirement ..... ^ ... . need 

retain keep 

return. ........... ^ . go back 

review . . . . . dheck, go over. 

selection choke 

^iJar . . . like 

solfcit. ask for * 

state \ , ^ , say % 

lubject the, this, your 

submit . ^ give, send ^ \ 

subsequent. , . later, next 

subsequently \ after, later, then 

substantial. large, real» strong 

sufficient: enough 

take appropriate meaaires. please 

terminate end, stop 

that. . . . , . (leave out) . 

therefore so 

there are (leave out) 

there is (leave out) 

thereof .... its, their 

this office « us,, we 

timepericid (either one) 

transmit 1 . . . send 

transpire - ... ^ . . :'. happen,noccur 

-type Oeaveout) 

until such. time afv ..... . 'until 

(the) use of (leave out) " 

utilize, utilization use 

validate. confirm 

value cost, worth 

verbatim word for word, exact 

via. ^ in, on, through 

viable v,. . . . workable 

warrant call for, permit 

V?hencvcr< ........... when 

M^hereas since 

with reference to ..... . . about 

with the excq>tion of. ... . except for 

witnes|ipd ' saw 

• v and\or . , 



.BOOKS ON WRITING 

• • k ■ ■ 

. ' - * .*...." 

Comemporary Business Writing by Miclrael Adelstein. Random House, 1971. Here's 
a thorough college text that offers excellent Instruction for the working writer. 

Elements of Style, third edition, by William Strunk, Jr., and E. B; WHite. MaemilJan, 
1 972. These tips on style are sure to improve anyorte's writing. 

Eojglish 3200: A Programed Cour^ l|i Grammar and Usage, second edition, by Joseph 
C. Blumenthal. .Harcourt Brace Jovanovich, 1972. Readers' learn Vammar', 
pun\;tuation, and sentence construction, by progressing through^ series of 
. questions and answers. . • 

Gobbledygook Has Gotta Go by John O'Hayre, 1966. Though the examples come 
from the" Bureau of Land Management, the- problems are those of the Air Force. 
Order through Superintendent of Documents, U.S. Govern ment Printing Office. 

* Washington, DC 20302. | . .. 

Guide for Air Force Writing, AF Pamphlet 13-2, 1973. This handbook covers sdme 
general principles and applied theiVi to ? few types of Air Force writing. Send AF 
Form 764a ^^ your base Publications Distribution Office. 

Handbook of Technical Writing by Chalrles T. Brusa^i, GeraW J. Aired, and Walter E. 
Oliu. St. Martin's Press, t976. Besi^ies covering the elemerits of technical reports, 
this sometimes-fussy refeVence anssyers" hundreds of questions on grammar and 
punctuation. ^ 

* • ' • ■ ♦ 

Harbrace College Handbook, eighth edition, by John C. Hodges and Mary E. Whitteh. 

Harcourt Brace Jovanovich, 1977. This reference text on grammar and 

punctuation is among the best. 
*■*■"•■■*' • * ■ ■ / 

Rudolph Flesch on Business Communications by, you guessed it, Rudolph Flesch. 

Barnes and Noble, 1974. This small book is the best of mar^T fine books by the 

leading advocate of spoken writing. i 

■ ' ' -1 \ 

Tongue and Quill, third edition, by Lt Col H. A. Staley, Air'Comm'and and Staff 

College, 1 977. Here's detailed advice on how to prepare everything frpm staff 

briefings and Ul king papers to sUff summary sheets and trip reporte.^end a 

\ self-addressed mailing label to ECl/EDS Maxwell AEB, AL ^^2. ^ 



»US GOVERNMENTPRlNTINCOFFtCF 1»7^>-"310 961 65 



